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Introduction

Welcome to E-Wage

This Windows Version of E-Wage servers as the framework for many new changes in wage reporting with
The Utah Department of Workforce Services.

The New E-Wage Program offers the following improvements:
®  Replacement for the “JSwage” DOS based wage data entry program
® A user friendly and intuitive Windows environment
®  Electronic filing for both the Employer’s Contribution Report (Form 3) and the Wage List (Form 3H)
®  Optional payment of taxes with a debit Electronic Funds Transfer (EFT)
® Improved import capabilities
®  Update employer account information (Form 3S)
®  E-Wage upgrades available on line: http://jobs.utah.gov/ui/ewage/ewage_download.asp
E-Wage eliminates the need to send paper documents to DWS. The paper reports created in this program
are for the sole use of the business owner or the tax preparer and clients.

Paper documents printed in E-Wage are not intended for filing reports with this Department. The Payment
Coupon, the only exception, must be sent with your check unless paying by EFT.




System Requirements

A Microsoft Windows compatible PC with a Pentium processor, recommended 200 MHz or faster

Windows 95, Windows 98, Windows NT 4.0 with service pack 6,
Windows 2000, Windows XP

All Relative Y2K service packs

64 MB of RAM

5 MB of free hard disk space

CD-ROM drive

Minimum 56K Modem

Internet access to take advantage of Internet features

Use only Netscape Navigator (v6.1 or greater) or Internet Explorer (v5.5 or greater)

We recommend a resolution of 1024 x 768 or higher




E-Wage

Installation
CD-ROM
Insert the E-Wage software CD into your CD-ROM drive to bring up the autorun screen or run
setup.exe in the root directory of the E-Wage CD. Follow the instructions appearing on your screen. The
installation wizard puts the new E-Wage icon on your computer desktop.

Internet
The E-Wage program may be downloaded from the Department’s website at:
http://jobs.utah.gov/ui/ewage/ewage_download.asp

Select E-Wage Mode x|
Program Mode Selection " Single Llser ii:gl[nteeﬂser mode allows only one emplover account ta be
After the E-Wage install process, select the
“Multi User” mode. fen o
(ol ulti User Multi uzer mode allowes accountants/payroll zervices to report
more than one employer.

o OF I X Cancel |

Program Updates

To check for the latest updates, go to the Help tab at the top of any screen. Go to “About E-Wage” and
click on the Update button. The update file can be downloaded to a diskette by using a computer with Internet
access to the Department’s website at: http://jobs.utah.gov/ui/ewage/ewageupgrade.asp. An update can also
be obtained by calling the Department’s Help Line.

Help Line: 801-526-9494
800-222-2857 Ex 69494
8:00 a.m. to 5:00 p.m.
Except Weekends and Holidays




Quick Reference

E-Wage Manual
o] The E-Wage Manual is found on the install CD or may be downloaded from the Internet at
http://jobs.utah.gov/ui/employer.asp.

Getting Started

o The question mark icon ( ?) to the side of any field represents the help icon. Information and hints about
each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

The first time you run E-Wage, the Tax Preparer Profile screen is shown.

All fields must be input with data and posted to continue.

Begin enter Client Profile Information.

Confirm the system time, date, and Client Profile each time you select a client.

O 0O 0O

Update Employer Information Profile - Form 3S

o Click “No” if there are changes to the account (i.e., change of ownership/entity, address, contact information).
o Complete Form 3S and “Post Changes” or cancel and choose the Wage Data tab at the top of the screen to
continue.

Contributory Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.
- This is the report filing period.
o Enter Contribution Rate and confirm.

- This is located on line #6 of your Employer Quarterly Contribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).
o Enter Taxable (Wage) Base and confirm.
- This is found on line #4 of your Employer Quarterly Contribution Report (Form 3) or your annual
Contribution Rate Notice (Form 45).
o Enter Employee Social Security Number (SSN).
- Leave blank if the SSN is invalid or unknown at the time of reporting.
o Enter Employee Name.
o Enter Employee Gross Wages.
- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wages that are not reported in gross wages.
o Click “Continue” when completed.

Reimbursable Employer’s Quarterly Wage List - Form 3H

o Enter Quarter/Year and confirm.
- This is the report filing period.
o Enter Employee Social Security Number.
- Leave blank if the SSN is invalid or unknown at the time of reporting.
o] Enter Employee Name.
o Enter Employee Gross Wages.

- Report dollars and cents.
- An Employer 125 Cafeteria Plan are the only wages that are not reported in gross wages.
o] Click “Continue” when completed.

Contributory Employer’s Contribution Report - Form 3

o Information from the “Wage Data Entry” screen creates the Form 3 Contribution Report and calculate the
contribution (tax) due. Any interest and penalties are based on the computer’s system date at the time the
contribution is calculated.

o Total Payment.
- Enter dollar amount of remittance.
o Enter Employee Count.
o Click “Continue” when completed.
o Adjustments for prior quarters must be made by filing an amended report (Form 3ADJ and 3HADJ). Forms

can be downloaded from the web at: http://jobs.utah.gov/ui/taxform.asp.




Reimbursable Employer’s Quarterly Report

o] Information from the Wage Data Entry screen is used to report the total wages paid in the quarter.

o] Enter Employee Count.

o] Click “Continue” when completed.

o] Adjustments for prior quarters must be made by filing an amended report (Form 3HADJ). Form 3HADJ can

be downloaded from the web at: http://jobs.utah.gov/ui/taxform.asp.

Submit The Contribution Employer’s Report & Quarterly Wage List

o Three filing options
- Create a data file on diskette and mail with coupon and payment.
- Upload a data file to the Internet and mail the coupon and payment.
- Upload data file and make an EFT payment on the Internet.

Submit The Reimbursable Employer’s Report & Quarterly Wage List
o Two filing options

- Upload a data file to the Internet.

- Create a data file on diskette and mail in.




Where to Start With E-Wage

The question mark icon ( ? ) to the side of any field represents the help icon. Help information and hints
about each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

Run E-Wage For The First Time
To run E-Wage for the first time, simply double click on the E-Wage icon on your computer Desktop or
you can execute the program C:\Program Files\EWage\EWage.exe.

Select User Mode

. Select E-Wage Mode i x|
Select the Multi User mode.

" Single User Single uzer mode allows anly one emplover account to be
reported.

& Multi Uger Multi uzer mode allowes accountants/payroll services ta repart

........................ Nl o sl
o 0K I X Cancel |

Tax Preparer Profile Setup —
The first time that E-Wage runs, enter the sl s Lt — ol

basic “Tax Preparer Profile” information as ¥ i izl
shown. All fields must be completed and posted j © o @ & 84 8 B

History WageData Form3  Changes Profile  Clients  Reports  Preparer  Settings

before proceeding.

TasPreparer . ORDE————
Once the “Tax Preparer Profile” has been * Business Neme: | RTIHBIATANTS
completed, the EFT information screen becomes ~Address: [12344 NORTH 23
active. I
* CitgdState/Zip: ISALT LAKE IUT - |E4DJE-
Business Phone: |[528]858-4545
Tax Preparer EFT
o s - . * Contact Persor: |M BEA HAVEN
If the “Tax Preparer” is making the +Phone: [FZEHTE T

payment for each Client, enter the Tax
Preparer’s EFT Information. After
completing this screen, save the “Tax | 4uherizedby DEWEYCHIWE

Preparer Profile” by clicking on the “Post” i:i’ff:;::ﬂ 1:5303252523

button. This EFT payment option globally | .. o e

affects every client using the “Tax | acontme [© | c-Checking 5-Sevings M -Monay Make
Preparer’s” EFT payment option.

Emal Address: |dewey@chowe.com

[T Enable EFT Transactions 9

Enable EFT Payment
Check the “Enable EFT Transactions”

box. Fost 28 Canicel

Disable EFT Payment
Uncheck the “Enable EFT Transactions” box.

Complete the EFT Setup and/or “Tax Preparer Profile” by clicking on the “Post” button.

Client EFT
If the Client is making the payment, the EFT information is set up in the “Client Profile.” Refer to
page 21.




Client Profile Setup

The first time that E-Wage runs, please enter
the “Client’s Profile” information. All fields must
be completed and posted before proceeding.

Once the “Client’s Profile” has been
completed, other options become active.

Options Default Settings
The Client makes the payment. The
coupon automatically prints. The client account is
active and the contact information comes from the
“Client Profile” screen.

Payment Options
Either the Client or the Tax Preparer
can make the tax payment.

Client Payment Method
Coupon: This option automatically
prints a coupon that must accompany the
remittance.
EFT: When paying electronically, the
EFT information must be set up. Refer to page 21.

E-Wage - [Client Profile]

=10l
J- File Wiew Help ;lilél
| @ 5 2 8 M 8 B

History ‘wage Data  Form3  Changes  Profile  Clients  Reports  Preparer  Settings

Ul ecount Mumber, | | 7 Federal ID: | - | 2

Campany Mame:
Address:

City/StateZip:

Business Phone:

[T

Cortact Persor:
Title:

Phone:

Email Address:

Must Enter Employer Information before proceeding. ‘

Add Client Delete Eliert Post | x LCancel |
E-Wage | CHAT N CHEW - [Client Profile] == 1[
J' File \iew Help |5 x|
2] s & 8 M 8 B
History  WageData Form 3 Changes  Profie | Clients  Reports  Preparer  Setfings
Ul ocount Number |C 31253484 | 2 Federal ID: |781254569 | 2
Compary Narme; |CHAT W CHEW
Address: 1234 5 300/
City/StateZip: | SANDY I IUT hd |E4DS4-U12D
Business Phone: |[B01)526-3434 I
Contact Persorn: |PHIL
Title: |MANAGER
Phane: |[801)526-55530 I
Email &ddress: | philE@com.com
I Options |
~ Payment Options
Payment ta be mads by Tax Preparer [~ ?
Payment Mathod: Coupon b7 EFT[] >
 Client Options
This Client is Inactive I ves e Ma 7
Act as Contact for this Client I Yes ¥ Mo ?
A dd Client [relete Client Post | x LCancel |




Tax Preparer Payment Method

STS+Check: If the “STS+Check”
box is selected, this option automatically
prints a “Summary Transmittal Sheet.”
The STS is a printed list of the Clients’
account numbers, names, and taxes due. The
STS shows a grand total at the bottom of the
last page. The Tax Preparer remits a
payment for the total amount due.

STS+EFT: Ifthe “STS+EFT” box is
selected, the EFT information comes from
the “Tax Preparer’s Profile.” If the Client
box is checked, the EFT information comes
from the Client’s EFT Profile.

Client Options
Inactive Account: Check “Yes” to

inactivate the client account. The account
will be moved to the inactive Client List.

E-Wage | CHAT N CHEW - [Client Profile] ] ] 5[

J- File Wiew Help o =R
e s 3B & M s b
History ‘wageData  Form3  Changes  Profile  Clients  Reports  Preparet  Settings

Ul ecount Mumber |[C 31268484 | 2 Federal ID: |781254569 | 2

Company Mame: |CHAT N CHEW

Address: 1234 5 300w

City/State/Zip: | SANDY

||ur ~] [Benasntan

Business Phone: |(801)526-9434 I

Contact Person: |PHIL

Title: {MANAGER

Phane: |[B01)526-3530 |

Email Address: | phil@com. com

I Options |

— Payment Dptiong
Papment to be made by:

Client [~

Payment ki ethod:

STS + Check [

#5T5 = Summany Transmittal Shest is & single surmmary report for all selected emplapers

sifer 7
STS+EFTI 7

r~ Client Options
This Client is Inactive I es % Mo ?
Act as Contact far this Client ™ ‘es PF Mo ?
Must Enter Employer Information before proceeding.
Audd Elient | [ielete Client | Fost | x Lancel |

Contact Information: If “Yes” is checked, the “Tax Preparer Profile” contact information is sent
with the quarterly filing. Check “No” and the “Client Profile” contact information is sent instead.




Beginning Each Quarter

Each time you enter the E-Wage program, it
displays the “Client Information” screen which
lists the active accounts. Refer to page 24 for
“Display Information” options.

After entering a quarter and year, select a
client by double clicking on its name.

The “System Date Check” and “Employer
Profile Check” screen will appear for verification.

System Date Check

An incorrect system date may cause
inaccurate interest and penalty calculations. E-
Wage displays the system date each time a client
is selected. To correct the “System Date and
Time,” click the “Change” button.

E-Wage | DEWEY C HOWE CPA | 2/2002 - [Chent Info =10l x|

J- Eile Wiew Help = x|

j@)@@%’ﬂaﬁ.@

History ‘wageData Form3 Changes Profile  Clients  Reports  Preparet  Settings

— Digplay Information

Quarter / Year [2/2002 |!ALL CLIENTS j
Order By: lEI\entName LI Mumber of Clients: ’72 |
Client No I Client Company Name l Status \ﬂ
|M|C 31258484 CHAT N CHEW NO INFORMATION
| |C 8-254658-0 DEWEY C HOWE CPA NO INFORMATION

22 Add Client 2= Delete Client

Employer Information - Yersion: 2.12 ** TEST SE 2 |

Systemn Date and Time iz B/A6/2003  4:44:37 PM @3 Change |

If thiz iz incomect. please change HOW!
An incorrect Date / Time will result in incorrect calculations.

Ul Registration Mumber: C 3-125848-4 Federal |D: 78-1254569
Company Mame: CHAT M CHEW
Address: 1234 § 300 W

City#5tate/Zip: SANDY ut 84094-0120
Business Phone: [801])526-9434
Contact Person: PHIL
Title: MANAGER
Phone: (801)526-9590
Email Address: phili@com. com

If the above information is correct, please select "YES"
otherwise, select "NO" to make changes to your profile. The "NO®
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

Mo




Change System Date
Correct the system settings on this
screen.

Employer Profile Check

Each time a client is selected, you are asked
to verify the “Client Profile” information. If the
“Client Profile” is correct, select “Yes” to go to
the “Wage Data Entry” screen.

A “No” answer will take you to the
“Employer Changes” screen (Form 3S) to make
the correction. Refer to “Employer Changes” on
page 20.

Date/Time Properties K
Date & Time I %

—Date —Time

[bpi =] Jeonz

1 2 3 4 & : .
E 7 OE 9 1011 12 p ;
13 14 15 16 17 18 19 o
2021 22 23 24 X/ 26

27 28 29 30
[1z:36:57rM =

— Time zone

[ (GMT-07.00] Mourtain Time (U5 & Canada] =l

¥ Zutomatically adjust clock for daylight saving changes

ITI Cancel Apply

Employer Information - Yersion: 2.12 ** TEST SER! |

Systemn Date and Time iz B/A6/2003  4:44:37 PM @3 Change |

If thiz iz incomect. please change HOW!
An incorrect Date / Time will result in incorrect calculations.

Ul Registration Mumber: C 3-125848-4 Federal |D: 78-1254569
Company Mame: CHAT M CHEW
Address: 1234 § 300 W

City#5tate/Zip: SANDY ut 84094-0120
Business Phone: [801])526-9434
Contact Person: PHIL
Title: MANAGER
Phone: (801)526-9590
Email Address: phili@com. com

If the above information is correct, please select "YES"
otherwise, select "NO" to make changes to your profile. The "NO®
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

Mo

10




Data Backup

Close all E-Wage Programs that are running
and click on the “Backup Database” button
selected from the utilities option found under the
“Help” tab. All client data is backed up in one zip
file and saved in the E-Wage backup directory.
The name of the backup zip file is the date and
time when it was saved.

Restore or Move Database

The “Restore Database” button may
be used to move client data to another
location.

Backup Warning

Ensure that the E-Wage programs on
the Network are closed before backing up
the data.

E-Wage | CHAT N CHEW - [Client Information] 10 1[
| Ele view [ Help =181l
6 Upgrade E-Wage h = ]
2 = | 8 m 8 O
Hiskory '3 Reset Help Dislogs ports  Preparer  Settings
r— Digplay Infarm. _
€ Ahout E-Wage Repair Database
Quarter /¥ eat e T 'l
3] Backup Database
Order By: IEI\ent Mame W Restore Daksbase 1 of Clients: |3 |
Client Mo | Client Company Name

P|C 3-125848-4 CHAT M CHEW
| |C 8-254855-0 DEWEY C HOWE CPA
| IR 99101118 FAMILY HEALTH

| Status \ﬂ
NO INFORMATION
NO INFORMATION
WO INFORMATION

2 Add Client

= Delete Client

AN

If Ewage is operated by mulitple users in a networked enviroment,
please confirm Ewage is not runming on any okher workstation,
before continuing. Select OF to continue with the database backup operation.

Cancel |

This section will discuss each Tab in the Tool Bar shown below.

© B [

History | WageData Form3  Changes

& 8 &

Prafile

8

Clients  Reports

Preparer

&

2etking=

11
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B

& 8 B &8 [

Hiskory | W'age Data  Form 3  Changes  Profile  Clienks  Reporks  Preparer  Setkings
History

Client HiStory E-Wage | CHAT N CHEW - [Wage History] 10 1[
The Client “History” screen allows you to |[[# e vis Hep I®] x|

view the following quarterly information. 2] H @ & 88 8 B
. Quarter History ‘wageData Form3  Changes  Profile  Clients  Reports  Preparer  Settings
° Filed By Ot Filed By | Foim 3 Date|Form 3H Date|Fom 35 Date| Trans Date | Rate | Base [[ot‘Wage| =
. Form 3 Date 1/2003 Diskette B/B/2003  B/BA2003 E/B/2003 E/B/2003 0025 22500 $50170

1/2002 Diskette

5/20/2003 | 5/20/2003

5/20/2003 | 0016 22,000 $684,308

. Form 3H Date
. Form 38 Date *
. Trans Date

. Rate

. Base Wage

. Total Wages

. Subject Wages

. Total Due

. Contribution Due
. Interest Due

. Penalty Due

. Payment Option

* The Form 3S history shows only the
transmission date. The data elements do not
appear.

Delete Entire Quarter

Highlight the quarter to be deleted and use the
“Delete” button on your keyboard. You will be asked
to confirm the deletion. Deleting a quarter will
permanently remove all associated employees and
wages from the E-Wage Program.

A second warning appears providing the final
opportunity to cancel the deletion.

X
Deleting a quarter will permanently remaove all assaciated
emplovees and wages. Select YES to Delete, or NO ko Cancel.
(i}

& Are wou sure wou wank bo DELETE quarter 120037

12




© #E 2 A &R B & &

Hiskory  Wage Data | Form 3  Changes  Profile  Clienks  Reporks  Preparer  Setkings

Wage Data

Entering Wage Data

Contributory Employers o o g

After verifying the “Employer Profile,” E- T T EOE

Wage automatically goes to the “Wage Data = = = .
8¢ Y £0¢5 10 | 5 e 5 & & 8 8 B
Entry screen. The l‘eglstratlon numbel‘ and History ‘WageData Form3  Changes  Profie  Clients  Reports  Preparer  Settings

company name automatically appear using the Riegistration Nurber C 31258484 | [CHAT N CHEW |
“Employer Profile” information. Enter the quarter Gutoroos [F20E] 7 Conutirs Fole [015] 7 ToatleBone [22500] 2
and year for which you are filing reports (e.g.,
1/2003,2/2003). While entering the Quarter/Y ear,
Contribution Rate, and Taxable Base, you are
asked to confirm the data for each entry. The
Contribution Rate and Taxable Base are found on o
both the quarterly reports (Form 3) mailed at @

quarter’s end and the annual Contribution Rate
Notice (Form 45). The rate must be within the
range of .001 to .099.

| 55H | First Name |Midd|e| Last Name | ‘Wages |

Mo Cancel |

Did You Pay Wages This Quarter?
If you had payroll during the quarter, click
on YES and enter the data.

If you had NO payroll in the quarter, click .~ Eroe l  tostEmioress || T
on NO. A “no wages paid” quarterly report is

Copy Frevious G | Ldd Employes | [elete Emploves |
created.
Irmpart Bagrol £ CONTINUE |

Rate Changes Mid Year
The “Contribution Rate” input for the 1* quarter of each year becomes the default for that year. Any rate
change for a subsequent quarter must be input.

Reimbursable Employers E-Wage | FAMILY HEALTH | 1/2000 - [Wage Data Ent =10 x|
The registration number and company name || i view elp ETE

automatically appear from the “Employer Profile” j & M @ & 8 2 B
information. Tax rates and wage base information History —WageData Quartetly Changes Profile  Clients Reports  Preparsr  Settings
do not apply to Reimbursable Employers. Enter  pegsusion s |r 39101112 | [FamILY HEALTH |
and confirm the quarter and year for which you Quater/Year [172000] 7

are filing reports (e.g., 1/2003, 2/2003).

| S5M | First Name |Midd|e| Last Name | Wages | ﬂ
D[RS
Note: Reimbursable Employers only report wages
for insured workers.
E
Sort By |Entry Dider Total Emplavess Ul Total 'Wages I
Copy Previous Qir | 2 Add Employes | & Delete Employes |

B Import Payrol £ CONTINUE |
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Wage Data - Form 3H

Entering Employee Wages E-Wage | CHAT N CHEW | 2/2002 - [Wage Data Entry] =loix
| Ele view Help =121l

© B 3 @ & 8 B &8 P

History  WageData Form3  Changes  Profile  Clients  Reports  Preparer  Settings

Enter the social security number (SSN),
name, and wages for each employee. When
hitting the ENTER key or TAB key after entering | regsvaior nunber [T 31258454 |[CHAT N CHEW |
wages, the program automatically posts the data. Quater/vear [22002] 7 Contibutions Fte [075 ]| 7 Tasabie Base [22500] 7
The program keeps a running total of the number

Of employees and the tOtal Wages entered' 55N | First Mame |Midd|e| Last Name | ‘Wages | ﬂ
: 003-42.7512 | C B CRIDDLE 9,942.00
. . . 044-33-6836 R il BERUBE 954200
An invalid SSN should be replaced with a g5 ¢ S i
blank entry in order for the wage data to post to [ |os1eoesws 5 weBB 894200
. 154-44.5569 ) 14 HOPKINSON 9,942.00
your account. If the employee has not provided a | [Hysca01e8 o N e T
SSN, please obtain it. Upon receiving mail [[171548148 D W SHERAY 334200
. . . . .. 178-70-6812 C NAMNIE 9.342.00
notification concerning this omission, you must g ase7s 1 e SR
respond by providing the corrected SSN. Excess [ |zzn2125: 8 W HERDUX 894200
241-80-9332 J K WILLOUGHEY 9,942.00
wages can not be calculated for an employee [{omams o ey SR
without a SSN. [Jz4s17701 © C DE LOS SANTOS 994200
| |25404-2815 B J GOETHE 9,942.00
| |261-50-8113 H C BISHOP 9,942.00
Report total gross wages (both dollars and [ |z4237e82 0 GULLO as2m]
cents) before deductions for each employee.  suig, [Fryomm = TotalEnployees |80 Totslwages | $795.360.00
Include COmpensatiOn (Cash, bOnuseS, EopyPrewous_D_tl | £ Add Employes | i Delete Emplopee |
commissions, gifts, tips, etc.,) as one wage figure. inpotEayol_| — |

Do not list Employees who did not receive
compensation during the quarter.

Exempt Wages

Section 125 Cafeteria Plan:

This refers to Section 125 of the Internal Revenue Code which allows a company to offer its
employees a choice of non-taxable benefits. These wages are exempt from the Unemployment Tax and
should not be reported as part of gross wages.

Continue to Form 3 Button

After completing the wage list information, press this button to save the data. The wage total posts to the
Form 3 and the tax due is calculated for the quarterly report. Excess wages can not be calculated for an
employee without a SSN.

Copy Previous Qtr Button

When clicked, this button copies the employee’s name and SSN from the previously entered quarter that
had payroll. The wage field will be blank. In choosing this option, you must remember to copy the previous
quarter before adding new employees.

Add Employee Button
This button, when clicked, will add a blank line to the “Wage Data Entry” grid. Enter the information for
the new employee.

14
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Delete Employee Button
This button deletes employees one at a time.

Highlight the employee and click on the “Delete ® Are vou sure vou want ko DELETE SSN: 5253515327

Employee” button. You will be asked to confirm the
deletion. Any employee without wages will

automatically delete when the list posts to the Form 3. Mo

To delete an entire quarter, refer to the “History”

section on page 12.

Import Payroll Button E-Wage | CHAT N CHEW | 2/2003 - [Wage Data Entry] (o x]

This button will not become active until an | B ek vien rep 7 15|
import option is selected. Refer to the section j & 3| A & M E @
“Wage Data Import Setllp” on page 32 Histary ‘wageData Form 3 | Changes  Profile  Clients  Reports  Preparer  Settings

Registration Number|C 31258484 ||CHAT M CHEWS |

This button allows you to lmport payroll data Quarter/rear @ ? Conlributions Rate ’EI ? Taxable Base ’@ ?
into E-Wage. Before using this feature, the import
settings must be defined. When selecting this []
option, you must remember to import the wage M -
data before adding new employees.

55M | First Name |Midd|el Last Name | Wages | ﬂ

Sort By [Entry Order = Total Employees Dl Taotalwages |

Copy Previous Qi | 3?- Add Employee | ,Q,' Delste Employes |
Impant Baroll £ COMTIMUE |
Set Import File Path Payroll to E-Wage Data Conversion 5[

Set the path to the wage data file being [~ Import Status
imported Irniport File: |C:\."-‘« Data Foldert) 3732340103 |

| | # Processed: | |
Wiew Payrall File | v’ Imnport | l-'L LCloze |

. . view Fixed Length Payroll File - C:\,A Data Folder},13732340.103 i) S [l
View Import File Button 1 e a s s . - . 5 o]
P . th f.l b . . rt d t 1Z3456765012345675501Z34567585012345675590123456789012345678501234567890123456789012345675901
reVleW e 1 e elng lmpo e 0 (A1ZE80EEEEE337323400001037 ELLIOTT 000054E8000000CHAT M CHEW E
ensure the correct ﬁle has been Selected A23565462593732340000 103 BKIDENS N 0003215000000CHAT N CHEW T
. AZ3ET4E3ZZIFTIZR40000103F ANDERSEN 000021Z000000CHAT M CHEW E
(AZEEZ3Z42393732340000103H CLARK O00083E000000CHAT M CHEW E
[AZEE?7EZ26593732340000103MBELLTIOTT 0001520000000CHAT M CHEW E
AZ5610554593732340000103NRLANTZ 0000252000000CHAT M CHEW E
(AZEESEE31893732340000103WAGILEERT 000078Z000000CHAT M CHEW E
AZEE422327937323400001038LFLOVD 0000205000000CHAT M CHEW E
(AZE545954493732340000103C ELLIOTT 00000Z3000000CHAT W CHEW E
(AZ9871866293732340000103L ELLIOTT 0000974000000CHAT M CHEW E
AZZO0Z354533732340000103AKCHRISTTANEEN DDEDLZ4EDDDDE’:HAT M CHEW E
436186353593732340000103ARELLIOTT 0002183000000CHAT N CHEW T
AZEE4ZOBE09373Z22340000103VCCHRISTIANEEN 0000&4Z000000CHAT M CHEW E
A45444571493732340000103E HILEMAN O0EE554000000CHAT M CHEW E
(R4EE63E122693732340000103C BITTON 00003Z20000000CHAT M CHEW E
(A4593Z585393732340000103MEDUSTIN 000Z505000000CHAT M CHEW E
(AS1453E9E593732340000103MEVATS0N 0000583000000CHAT M CHEW E
(ASZE2E5B62493732340000103H0 ELLIOTT 000Z2654000000CHAT M CHEW E e
A52830456593732340000103AD THORNOCK 0000647000000CHAT M CHEW E
ALZB45ZEEBI3732340000103JDMCEEE DO0ES1E000000CHAT M CHEW E
ASZES3EBZE33732340000103ABHATTPER 00003EE000000CHAT M CHEW E
L520565453937323400001095 MECHAN 0000324000000CHAT N CHEW T
(AEZ2EEI07EI37322340000103F GREEN O00O0EE000000CHAT M CHEW E
(ASZEBEZE3493732340000103NKPOTE D0025YE000000CHAT M CHEW E
[A5Z935456293732340000103CLHTILSHAN 000Z657000000CHAT M CHEW E
AS2953858893732340000103SHUATS0N Close EDUCHAT M CHEW E
(ASZ354523593732340000103M HARPER OOCHAT M CHEW E e
4] | oW
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Import Button x|
This will validate the data file and confirm [ Import Status
the number of employees being imported. Impot Fil: €244 Data Folder\/3732340.103 |.e|

|Validating Fixed Length format file ... | # Proceszed: |39 |

Wiew Paprall File | / Impart I l-L Lloze |

Validation Complete

39 records successfully validated.
Do you wish bo proceed with import of data?

Converting Wage Data

x|

Import Status
Irnpart File: |C:\A Data Folder3732340.103 | = |

|Converting in Fized Length format | # Processed: |38 |

Wiew Payrall File | q/ Import I j'L Lloze

Successful Import Confirmed 2
Information
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Form 3

Contributory Employers

Contributory Employers Report - Form 3

The wage data information from the “Wage
Data Entry” screen posts to the “Employers
Contribution Report” screen (Form 3). This report
calculates the Excess Wages and Tax Due for this
quarter.

Contribution (Tax) Payment
Enter the Total Payment.

Starting an E-Wage Payroll in Mid-Year

Employee wage information for each
quarter of the calendar year must be posted
to E-Wage to ensure that Excess Wages are
calculated and the Unemployment Tax Due
is correct.

If starting E-Wage later in the year,
you may enter the prior quarters so that the
Excess Wage calculation is correct. To
override the calculation and manually input
the excess wage amount, check the box to
the right of the excess wage field.

Employee Count

For each month, report the number of
covered workers who worked during, or
received pay for, the payroll period which
includes the 12" day of the month. Include
full-time and part-time as well as
intermittent employees. Exclude those who
received pay during the payroll period but
whose employment terminated prior to the
payroll period. Click on the “Continue”
button to go to the “Reports” screen.

E-Wage | CHAT N CHEW | 2,/2002 - [Form3 (Quarterly Reporb)] o ] 5

J- Fille Wiew Help o =R

History —WageData Form3  Changes Profile  Clients  Reports  Preparer  Settings

j@@@@m%g@

Employer D [E 31258484 | [CHAT N CHEW

Quarter /ear [2/2002] Due Date |7/31/2002 Today's Diate |6/18/2003
E u

~Employ C ibution Report [Form 3)
Tatal Wages 795,360.00 | Total paid this quarter - rounded to the nearest dollar,
Excess Wages 0.00| [T Select this option ta manually enter Excess Wages.

T axablelwages 735.360.00 | [Total'wages] - [Excess Wages]
Contribution R ate 0.015

iy

Cantribution Dus 11.930.40 | [T axable Wages)  [Contribution Fiate]

Interest | 1,312.34 | [Contribution Dius) % 1% for each month |ate.

Late Filing Penaly | 2,982 60| Penaly assessed for filing quarterly report late.

Total Due 16,225.34 | [Contibution Due] + [Interest] + [Late Filing Penalty]

Total Payment | $16.225.34 | Make Check Pavable ta: 4

~Humber of Empl

Fund

For each month, report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. part-time. and intermittent employees.
Exclude those who received pay during the payroll period , but whose
employment terminated prior to the payroll period.

Tstoni [ €0 ZndMonth [ 80 andbeortn [ 80|

| CONTINUE |

E-Wage | CHAT N CHEW | 2/2002 - [Form3 (Quarks Bl & [l 1]

J' File Wiew Help |5 =]

j@@@@mg@

History  WageData Form 3  Changes  Profile  Clients  Reports  Preparer  Settings

Emploer 1D |C 31256484 | |CHAT N CHEW

Quatter / Year |2/2002) | Due Date |7/31/2002 Today's Date |6/18/2003
E u i

Ci ion Report [Form 3]
Total Wages 795,360.00 | Total paid this quarter - rounded to the nearest dollar,
Excess Wages 95.254.25 | M7 Select this option to manually enter Excess ‘Wages.

T axablein'ages FO0106.00 | [Total'wages] - [Excess Wages]

Contribution R ate 0.015
Contribution Due 10,501.59 | [T axable Wages] % [Contibution B ate]
Interest | 115518 | [Contribution Due] » 1% for each morth lake.

Late Filing Penaly 262540 Penalty assessed for filing quarterly report late.
Total Cue 14,2217 | [Contribution [ue) + [Interest] + [Late Filing Penalty]

Total Payment | $1 4,232,17| ﬂ?'i."u““’"’"- Pavablettu:
al

~Mumber of E|

Fund

For each month. report the number of covered workers (exclude
individuals specifically exempted by the Employment Security Act) who
worked during or received pay for the payroll period which includes the
12th of the month. Include full. part-time. and intermittent employees.
Exclude those who received pay during the payroll period ., but whose
employment terminated prior to the payroll period.

15t Manth Sﬂl 2nd Month 80' 3rd Manth SUI

| CONTINUE |
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Amending Quarterly Reports

Adjustments For Prior Quarters

Adjustments or corrections for any quarters can not be submitted through the E-Wage
Program. Amended quarterly tax reports must be submitted on paper. The following on-line forms are
available to the public at: http://jobs.utah.gov/ui/taxform.asp

Form 3ADJ Amended Employer’s Contribution Report
Form 3 HADIJ Amended Wage List
Form 3HADIJC Amended Wage List Continuation Sheet

These forms may also be mailed or faxed to you by calling

801-526-9400
800-222-2857 Ex 69400
8:00 a.m. to 5:00 p.m.
Except Weekends and Holidays

18
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Quarterly Report

Reimbursable Employer

Reimbursable Employel‘s Report E-Wage | FAMILY HEALTH - [Quarterly] i =] |
The wage total information from the |[#¥ e view rep =13 |

“Wage Data Entry” screen posts to the || &) 4 B & 8 B & &
“Reimbursable Employer’s Quarterly” History — Wage Data  Quarketly  Changes Profile  Clients  Reports  Preparer  Settings

screen. Employer D[R 39101118 | [FAMILY HEALTH |
Quarker / Year DfDDDD_I Due Date | Today's Date |
~MNumber of Empl

For each month, report the number of insured workers {exclude
Employee Count individuals specifically exempted by the Employment Security Act) who

F h h h b f worked during or received pay for the payroll period which includes the

or each mont s reportt € number o 12th of the month. Include full, part-time, and intermittent employees.
covered workers WhO worked during or Exclude those who received pay during the payroll period ., but whose
A A > employment terminated prior to the payroll period.
received pay for, the payroll period which
includes the 12™ day of the month. Include | ™Meihl | o | it [ |
full and part-time as well as intermittent [ TotalWages
employees. Exclude those who received pay El;r":gfs(-]uarter_ report the total wages that were paid to insured ‘
during the payroll period but whose Veges [ w08
. . ages |

employment terminated prior to the payroll
period. Click on the “Continue” button to go

to the “Reports” screen.

CONTINUE
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Changes

Employer Changes - Form 3S
Use the screen found under the “Changes” tab to change the address, status, ownership, contact
information, etc.

Change Screen Box 1 E-Wage | CHAT N CHEW - [Form35 (Employer Changes =lolx|
FEIN and Telephone Number M e ven veb =18l x|
If the FEIN or phone number has J & 8 @ & # 2 D
. History ~ “Wage Data Form3 Changes Profile  Clients  Reports  Preparer  Settings
changed, enter the new data in box number 1.

Employer ID |E 3125848-4 | Date-|usﬂsxzuua |

1. PLEASE MAKE CHANGES if inf is or missing.

FEIN Change “Please Note” ’V Federal ID Mumber: |TEU-UUUUUU4 | ?  Telephone Number: |(801)526-3454 | ?
. . 2. CHAMGE OF NAME DR ADDRESS, but NO ch F hipsm T
FEIN change cannot be transmitted via [, (Gt oo e
the Internet in E-Wage. Submit the change on | Hewadess 12215 300w I Hew Name
. . . T Mew Address

elther. a dlskett.e or on-line at T [T T
http://Jobs.utah.gov/ullemployer.asp 3. CHANGE DOF DWNERSHIP [ DWS for ba or merger]

[T Business or Enlity Reoiganization  OR [ Business Sold and % of Assets Sold ’_

Change Screen Box 2 Eitecie o S| 7

Name and Address Changes HE Gl H

Use box number 2 to change the name | "o } |
and/or address. Do not check the “New Name” | ™" |
or the “New Address” boxes. They will

automatically be checked after you make a | G Stezix [T =1
change. ~4. CLOSE / REOPEN ACCOUNT
Effective on j 7
[T Dut of Business with NO successor
Change Screen Box 3 [ Sl business wih o emplopees
Change of Ownership [T Emplopees are now LEASED from: | I
™ Reopen

Use this box to change the ownership type
of the business (e.g., from sole proprietorship to | . mic Frn: [0TF25 3550 |
a corporation). After entering the date of the Tile [MENAGER
ownership change, select the new business entity | —Fret [Pri@encon
from the “We changed to”’drop down box.

Business Sold

Use this box if you sold your business.

Enter the percent of assets sold and enter the date sold in the “Effective on” date field. Enter the new
owner’s name, business name, and address.

5. CONTACT INFORMATION

Eost Changes | 2@ LEaneel Changes |

Change Screen Box 4
Close Account
Use box 4 if you closed your business without selling it or if you no longer have employees. Enter
the effective date of the closing and select one of the appropriate check boxes.
Leasing Employees
If leasing employees, please enter the leasing company name and phone number.
Reopen Account
To reopen an old account, enter the effective date and check the reopen box.

Change Screen Box 5
Contact Information
Make appropriate changes as needed to update Contact Information.

Post Changes
Click on the “Post Changes” button to submit the changes with the quarterly filing.
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Client Profiles

Client Profile Setup

Enter the “Client Profile” information. All
fields must be completed and posted before
proceeding.

Contributory Employer

Once the “Client Profile” is complete, other
options become active. These options allow the
tax preparer to customize the payment process.

Option Default Settings

The Client will make the payment.
The client account is active and the contact
information comes from the “Client Profile”
screen.

Client Payment Options

Coupon Payment Method

Coupon: This option automatically
prints a coupon that must accompany the
remittance.

EFT Payment Method

Check the “EFT” box to activate the
“EFT Information” button. Click on the
“EFT Information” button to set up the EFT
payment.

E-Wage | CHAT N CHEW - [Client Profile] o ] 4
J- Eile View Help =121 =l
e 2 @ & 8 8 B
History —WageData | Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
Ul ceount Mumber. |C 31263484 | 2 Federal ID: |781254563 | 2
Company Mame: |CHAT N CHEW
Address: [1234 5 300
City/State/Zip: | SANDY I IUT hd |E4094-D12D
Business Phone: |[B01526:9434 |
Contact Person: |PHIL
Title: |MANAGER
Phone: 8015269590 |
Email Address: | phil@com. com
I Options |
— Payment Dptions
Payment to be mads by Cliert f? Tax Preparer [ ?
Payment b ethod: Coupon M EFT[] ?
 Client Options
This Client is Inactive [ ‘es e Mo ?
Act az Contact for this Client M ves M Mo ?
Must Enter Employer Information before proceeding.
Ludd Elrent [efete Client x Lancel |
E-Wage | CHAT N CHEW - [Client Profile] ] = 5[
J- File Wiew Help _|ﬁ' él
e s 2 & M 8 O
History —‘wage Data | Form3  Changes  Profile  Clients  Reports  Preparet  Settings

Ul ecount Mumber |C 31268484 | 2 Federal ID: [781254569 | 2

Company Mame: |CHAT N CHEW
Address: | 1234 5 300
City/State /Zip: |SANDY | m |54054-n1 20

Business Phone:

(B01526-9434 |

Contact Person: |PHIL

Title:

MANAGER

Phone:

(B01526-9590 |

Email Address:

phil@com. com

[Opions | EFT Information |

— Payment Dptiong

Paymert to be made by Client f? ?
Payment tethod Coupon [~ ?
r Client Options
This Cliert is Inactive T ves P Mo 74
Act az Contact for this Client ™ ‘es PF Mo ?
Must Enter Employer Information before proceeding.

L Elient

[elete Client |

Fost

| x Lancel |
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Client EFT Information Screen

Enter the client “EFT Information”
and click on the “Post” button. The
information will be saved and the EFT
Payment Option will be activated. To
inactivate the “EFT Payment” option, check
the “Coupon” box or check the “Tax
Preparer” box as the one making the
payment. The “EFT Information” will not be
deleted and may be activated again.

Tax Preparer Payment Options

STS+Check Payment Method

The Tax Preparer will make a single
payment for a group of accounts. A
“Summary Transmittal Sheet” (STS)
serves as a coupon and will automatically
print. The STS is a printed list showing the
clients’ account numbers, names, taxes due,
and amounts paid. The STS will show a
grand total at the bottom of the last page.
The STS does not limit the number of
clients.

EFT Payment Option

The “Tax Preparer” box is not active
until the “EFT Information” is set up and
enabled in the ”Preparers Profile.” Refer to
page 31.

Profile | Clients  Reports  Preparer  Setkings
E-Wage | CHAT N CHEW - [Client Profile] 2] || 1[
| Eie view Help _1&] x|
e s & 8 M 8 B
History  WageData Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
Ul ecount Number |C 31253484 | 2 Federal ID: |781254569 | 2
Company Narme; |CHAT W CHEW
Address: (1234 5 300w
City/State/Zip: [SANDY I IUT i |E4DS4-D12D
Business Phone: |[B01)526-3434 I
Contact Persorn: |PHIL
Title: |MAMAGER
Phone: | [B01]526-3530 I
Email &ddress: | phil@com.com
Options | EFT Infarmation |
Autharized By |
Authorized Title
Account Nurnber
Fiouting Mumber
Account Type | C - Checking, 5 - Savings, M - Money Market
Must Enter Employer Information before proceeding.
A dd Client [relete Client Post | x LCancel |
E-Wage | CHAT N CHEW - [Client Profile] ] 3
J- Eile View Help =12l =l
e 2 @ & 8 8 B
History WageData Form3  Changes Profile  Clients  Reports  Preparer  Settings
Ul eeount Mumber. |C 31263484 | 2 Federal ID: 781254563 | 2
Company Mame: |CHAT N CHEW
Address: [1234 5 300
City/State/Zip: | SANDY | [o7 =] [ea03a-0120
Business Phone: |(B01526:9434 |
Contact Person: |PHIL
Title: |MAMAGER
Phone: |[B01526:9590 |
Email Address: | phil@com. com

I Options |

— Payment Dptions

Payment ta be made by

?

Client [

: i
5TS + Check [~

Payment hethad: STS+EFTIN 7

#5875 = Summary Transmittal Shest iz a single summary report for all selected emplopers.

 Client Options
This Client is Inactive I ‘es e Mo ?
Act az Contact for this Client M ves M Mo ?
Must Enter Employer Information before proceeding.
Ludd Elrent [iefete Client Fost | x Lancel |
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Client Options
Inactive Account: Check “Yes” to =10

inactivate the client account. The account | P8e e . - — EEE
will be moved to the inactive Client List. (2] B @ & M 8 B

History  WageData Form3 Changes Profile  Clients  Reports  Preparer  Settings

. . Ul t Numnber: |C 3-126848-4 | ?  Federal ID: | 781254569 | 2
Contact Information: If “Yes” is SERUILT R, | |
Caompany Mame: |CHAT N CHEW
Address: [1234 5 300w

checked, the “Tax Preparer Profile” contact
information is sent with the quarterly filing.

Check “No” and the “Client Profile” contact Ciy/Stata/Zin: | SANDT [ o7 =] Jeansaanzn
information is sent instead. Business Phone: (015269434 |
Contact Person: |PHIL
Title: |MANAGER

Phone: | [807)526-9590 |
Email Address: | philEcom. com

I Options ‘
 Papment Options
Payment to be made by: Client [ Tax Preparet g7 ?
Payment Methad ST + Check [T STS+EFTIN ?

#5T5 = Summary Transmittal Sheet iz a single summary report for all zelected employers.

r Client O ptions
This Client is Inactive | P No ?
Act az Contact for this Client T ves M Mo ?

Must Enter Employer Information before proceeding.

Audd Elient Dielete Client Fost | x LCancel |

Reimbursable Employer Profile E-Wage | FAMILY HEALTH - [Client Profile] =1of x|
For Reimbursable Employers, no payment ||gfric viw rep 18l

options apply. j@; l [@ 8 82 8 B

History  ‘wage Data  Quarketly  Changes  Profile Clients  Reporks  Preparer  Settings

Inactive Account: Check “Yes” to Ul Acsount Number. [F 99101118 | 2 Federel1D: [

inactivate the client account. The account Company Name: |FAMILY HEALTH
will be moved to the inactive Client List. Address: [1204 NORTH ST

. . City/State/Zip: |SALT LAKE CITY IUT ~| |B4054-0123
Contact Information: If “Yes” is checked, e | |

Business Phone: |(801)526-9434 |

the “Tax Preparer Profile” contact Cortact Fersor: |JM SHOEW
information is sent with the quarterly filing. Tike: [MANAGER
Check “No” and the “Client Profile” contact Phone:|(E01 5269530 |

Email Address: |jim@&shoew.com I

information is sent instead.

Act as Contact for this Client [T ‘es WP No ?
Thiis Client is Inactive [ ‘fes f# Mo ?
2 Add Client &= Delete Client Eost | x Lance| |
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Profile  Clienks

B &8 [

Preparer

Reporks Setbings

Client Information

All Clients

Each time you enter the program, E-Wage
displays the “Client Information” screen with all
the active accounts.

Client Information Display

Entering a quarter and year displays
all active clients and their current filing
status.

Order By

The default display sorts by Client
Name. To sort by Client Number, select that
option from the drop down box.

The following options are available.
All Clients - Default

Clients - No Reports
This displays all clients for whom no reports
have been completed.

Clients - Reports Completed - Not Submitted
This displays all clients for whom reports
have been completed but not submitted.

Clients - Reports Completed - Submitted
This displays all clients for whom reports
have been completed and submitted.

Inactive Clients
This displays all clients marked as inactive
on the client profile.

E-Wage | A AND S CONSTRUCTION OF MT PLEASANT IN| =10 ﬂ
J- File Wiew Help _l_l- =) 5'
e s 2 & 84 8 0B
History ‘wageData Form3  Changes  Profile  Clients  Reports  Preparet  Settings
 Display Infarmation
Quarter / Year |1/2003 [ALL CLENTS =l
Order By: |EEEREE Mumber of Clients: |3 |
[Client Company Mame ]
cnm%m CET—
| M| C 9-358508-0 4 AND § CONSGRUCTION OF MT PLEASANT INC SUBMITTED
|_|C 41408280 A4 AND S CORP SUBMITTED
| € 3-073107-0 VERM J CHRISTENSEN DBA A% AUTO BODY SHOP SUBMITTED
KT _'l_I
£ Add Client = Delete Client
E-Wage | DEWEY C HOWE CPA | 2/2002 - [Client Informa =] 3|
J' File Wiew Help |5 x|
2] o & & M 8 B
History  WageData Form 3  Changes  Profile  Clients  Reports  Preparer  Settings
r— Digplay Infarmation
Quarter / Year |2/2002 SLL CLIEMTS] j
CLIENTS - NO REPORTS
Order By: IEI\ent Mame CLIENTS - REPORTS COMPLETED - NOT SUBMITTED
CLIENTS - REPORTS COMPLETED - SUBMITTED
Cliznt Ha I INACTIVE CLIENTS
|P|C 3-125848-4 CHAT N CHE

| |C 82548550 DEWEY C HOWE CPA NO INFORMATION

2 Add Client = Delete Client

24



© B 1 @ & 8

Profile

Hiskory  Wage Data  Form 3 Changes

Add To Client List

B &8 [

Setbings

Clients | Reporks  Preparer

Click the “Add Client” button to input a new client profile. Refer to page 21.

Delete Client Information

Delete a client by highlighting the account
and click the “Delete Client” button. All client
data is permanently deleted from E-Wage and
can not be recovered.

Client Profile Check

When accessing an account, the “Employer
Profile Check” and “System Date Check” screen
appear for verification.

Client Information Check

If the “Client Information” is correct, select
“Yes” to continue. If changes were made since the
last quarter, select “No.” The “Employer
Changes” screen opens allowing changes to the
“Client Profile.” Refer to page 20 .

System Date Check

An incorrect system date may cause
inaccurate interest and penalty calculations. E-
Wage displays the system date each time a client
is selected. To correct the “System Date and
Time,” click the “Change” button.

Employer Information - Yersion: 2.12 ** TEST SERVE| |

[Fy Changs |

If thiz iz incomect. please change HOW!
An incorrect Date / Time will result in incorrect calculations.

Systemn Date and Time iz B/A6/2003  4:44:37 PM

Ul Registration Mumber: C 3-125848-4
Company Mame: CHAT M CHEW
Address: 1234 § 300 W

Federal |D: 78-1254569

City#State/Zip: SANDY
Business Phone: [801])526-9434
Contact Person: PHIL
Title: MANAGER
Phone: (801)526-9590
Email Address: phili@com. com

ut 84094-0120

If the above information is correct, please select "YES"
otherwise, select "NO" to make changes to your profile. The "NO®
button will bring you to the Change screen to update your profile
and notify DWS of your account changes.

Mo
Date/Time Properties 2| x|
Date & Time I %
—Date —Time
[bpi =] Jeonz
12 3 4 5
E 7 E 9 10 11 12 n .
13 14 15 16 17 18 19 Lo o
0N 2 W 2MBE %
27 28 29 3 ’
[1z:36:57rM =
— Time zone
[ (GMT-07.00] Mourtain Time (U5 & Canada] =l
¥ Zutomatically adjust clock for daylight saving changes
ITI Cancel Apply
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Profile  Clients

Reporks

8 @

Preparer

Setbings

Reports

Submitting Reports

Enter a quarter and year for submitting
reports. Clients’ completed quarterly reports fall
into either one of four Contributory Employer
reporting categories or the Reimbursable
Employer category. The Contributory Employer
categories are determined by the payment option
setup in the “Client Profile.” Refer to page 21.

Order By

The default display sorts by Client
Name. To sort by Client ID, select that
option from the drop down box.

Reporting Options

The submission process does not
automatically tag and submit reports for all the
clients in the submission cues. Select one of the
categories from the “Reporting Options” drop
down box. All accounts ready for submission will
be displayed. Highlight the accounts being
submitted. Select a “Submission Method” and
click on “Process” button.

Client / Check

Clients listed are set up to make
payments with coupons. One coupon will
automatically print for each selected client in
the cue. The coupon must accompany the
payment.

Client / EFT

Clients listed are set up to make EFT
payments. No coupon is printed. “EFT
Information” comes from the “Client
Profile.” Refer to page 21.

Tax Preparer / Check

Clients listed are set up to make
payments with a coupon. The Tax Preparer
makes a single payment for a group of
accounts. This coupon or “Summary
Transmittal Sheet” (STS) will automatically
print. The STS is a printed list of the clients’
account numbers, names, taxes due, and
amounts paid. The STS will show a grand
total at the bottom of the last page. The Tax
Preparer may remit one payment for the total
amount due. STS does not limit the number
of clients.

E-Wage | A AND 5 CONSTRUCTION DF MT PLEASANT = = 1‘
J' File Wiew Help |5 =]

e sl 2 8§ M g8 &

History —WageData Form 3 Changes  Profile  Clients  Reports  Preparer  Settings
i~ Client A

Enter the Quarter andYear:ﬁf’ZUUBl Order By I

= 7

F

Dptions

[ i |

ALL PROCESSED CLIENTS

Cient 1D | Client Name

i -
Clignt M armne _‘
a

»
| |C41408280 Aks AND S CORP

KNS
Tatal Chients ’:I

C9-073107-0 VERM.J CHRISTENSEN DBEA A2

C 9-356508-0 A AND S COMSTRUCTION OF M

Tatal Contributiar 25761

| At Due | Sent | PavType |j
32.07 Diskette Coupan
26.01 Diskette Coupon

199.53| Diskette Coupon

b

~ Please Select Submission Method

= INTERMET Transmission

= DISKETTE Creation

Process ‘

Calected A

— Print Foms for

[ 'wage List [Form3H |
[™ Quarterly Report [ Form 3
[~ Changes [Fom 35 ]

™ Papment Coupon

[ Excess Report
[ Summary Transmittal Sheet (5T5)

Print |

E-Wage | CHAT N CHEW | 172003 - [Reports] =1oix|
| Eie view Help ==X
|.© 2 @ & ®a 8 B

Histary —WageData Form3 Changes Profile  Clients Reports  Preparer  Settings
i~ Client A

Enter the Quarter andYear:ﬁ.-?DDEl (Order By IEI\entName e

ing Options

2

S| CLIENT # CHECK.

CLIEMT /EFT

| Tax PREPARER / CHECK
H T&x PREPARER /EFT
REIMBURSABLES

ALL PROCESSED CLIENTS

1

40 |
Total Clients ’:I

Tatal Contribution

A

— Please Select Submission Method

 [MTERNET Transmission

Process

) LISKETTE Creation

— Print Foms for Selected A
N /age List (Fom 3H |
I8 | Guartery Beport [ Fam 3
I8 Cherges (Form 35 )

I8 | Payment Caupon

[N | Ercess Beport
B Summary Transmittal Sheet (5T5)

Print |
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Tax Preparer / EFT

Clients listed are set up to make EFT payments. No coupon is printed. “EFT Information” comes
from the “Tax Preparers Profile.” Refer to page 31.

Reimbursable
Highlight the Reimbursable accounts being submitted.

All Processed Clients
This “Reporting Option” lists Clients who have submitted reports for this quarter.

Submission By Internet

Select one of the categories from the “Reporting Options” drop down box. All accounts ready for
submission will be displayed. Highlight the accounts being submitted. Select the “Internet Transmission” and
click on the “Process” button. Refer to “Reporting Options” page 26.

Internet Tl‘ﬂllSIIllSSlOI.l E-Wage | NDRTH SUMMIT MOSQUITO ABATEMENT DIS| 72 =10l x|
E-Wage automatically opens the E-Wage ||gies vew rs =18 x|

Internet .browser if you have an active Internet e N @B &% 8 E &8 B
connection. If yOu eXper]ence Internet History —‘Wage Data Quarketly Changes Profile  Clients Reports  Preparet  Settings

transmission problems when using AOL (America | “**™ e
. Enter the Quarter and ‘Year: ’—2/2003| Order By IEI\enl Mame b
On Line), contact the ISP. L e
F phions
‘|CL\ENT / CHECK =1 ‘
| Cligrt [D | Cligrt Namme L} | Amt Due Contact Person | Phone |;|
ﬂC 2-087393-0 ROE RX INC 1.70 ROE “WaDES (801152
[ |
Making Payment
Coupon Payment - (Default Option) KIS _'l_I
When the data transmits, a payment Totel Clients |1 | Total Cantribution 1.70
coupon prints automatically. This coupon | Please Select Submission Method
must accompany the payment to ensure ' IMTERMET Transmission £~ DISKETTE Creatian /g Process : ‘
proper credit to your account. il boms toiueiecion &
I ‘Wage List [Fom 3H [ Excess Heport
™ Quarterly Report [ Form 3 ] ™ Summary Transmittal Sheet [STS]
[T Changes [Fom 35 )
[ Payment Coupon Print |

Electronic Funds Transfer Payment

If you use an EFT (Electronic Funds Transfer) to make the payment, no coupon is printed. Verify

that you have completed the information for _______________

the EFT payment option in the “Employer oL ¥4 ; ' : h

Profile” screen before processing. Refer to ' |
“EFT Setup” information on page 31.

. Processing ..
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Internet Submission Confirmation Screen

Your quarterly reports have been
successfully transmitted.

Submission By Diskette, CD, or Zip Disk

Select one of the categories from the
“Reporting Options” drop down box. All accounts
ready for submission will be displayed. Highlight
the accounts being submitted. Select the “Diskette
Creation” and click on “Process” button. Refer to
“Reporting Options” page 26.

§ 8

Profile  Clients

B

Reporks

8 @

Preparer  Setktings

”@E | Aate On fem

YL SRV RGN DEPARTMENT OF WORKFORGE SERVICES , urmmaum

MENU

}- QUICK LINKS

E-Wage | DEWEY C HOWE CPA | 2/2002 | ** TEST SER! =10l x|
J- File Wiew Help =1&] =]
| @ s 2 82 A B

Histary Wage Data Form 3  Changes  Profile  Clients  Reports  Preparer  Settings
i Client A

Enter the Quarter and ear: @I Oirder By lm

ing Oplions

“EUENT /CHECK. =l

Client 10

Client Name

KN
Tatal Clients ’:I

Tatal Contributiar oo

Amt Due

— Pleaze Select Submission Method

£ INTERMET Transmission

|

— Print Foms for Selected A

[~ ‘wage List [Fom3H )
I Quartery Report [ Form 3 |
I~ Changes [Form 35 ]

™ Payment Coupon

[ Excess Feport
[ Summary Transmittal Sheet [STS)

Print |

Drive Selection
Select a drive and load the appropriate

media.

E-wage will show the disk drives that are available. The A
drive is your 3.5" floppy. The other options may represent your

Writeable CD or Zip drive. Magnetic media

sent to the Department

are erased or destroyed after processing and cannot be returned.

Media

Pleaze Select Drive —‘

AN
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Formatting Disc Option
Diskette users will be asked if they want to erase the 3.5" floppy.

This ensures that the disk is clean and ready to receive new data. If @ guoaffemh‘iEmi%F‘flrs‘svgceﬁam?e‘"rdyeodut:?tjﬂlglzgimmme

sending more than one data file on the diskette, do not reformat the vee |

diskette.

Confirm

Submission Progress Bar

Diskette Creation Complete

Diskette Label Reminder

Label the diskette with this information before mailing. Use only an
adhesive label to identify the diskette. Do not use a sticky note! Magnetic =~ T Flease label vour diskette with the
media sent to the Department are erased or destroyed after processing Q Fallowing infarmation:

and cannot be returned. Multi-Submission

Preparer: DEWEY C HOWE CP&

. Qtr: 2 Year: 2002
Diskette Damage Prepared By: M BEA HAVEM

If a diskette is unreadable, the Magnetic Media Department will Phone #: (528) 432-3552
notify you by mail concerning the problems. You will have ten (10)
working days to submit a new diskette.

Information x|

Create Diskette Labels
You may create your own label or use the label file
that is provided.
Accet#: - -
Company:
Qtr: Year:
Prepared By:

This Diskette Label file is available as a Word Perfect or Microsoft Word File. These files are found in
the root directory on the program CD.

Word Perfect = Ewage disc labels.wpd
Microsoft Word=  Ewage disc labels.doc

Label # 5963 Sheet Details
Sheet size 8.5"X 11"
Number of labels: 3X5
Label size: 2.69"X 2"
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Printing Reports

A duplicate payment coupon may be
printed and submitted with the Contribution
Payment. The other reports exist for the
Tax Preparer’s or Client’s convenience
and should not be filed as a Quarterly
Report.

Only reports for the quarter and year
selected will print. Current quarterly reports
may be printed at the time of submission. To
print reports for clients after submission,
select “All Clients Processed” from the
“Reporting Options” drop down window.
Highlight accounts being printed. Select the
box of the reports being printed and click on
the “Print” button.

Filing of Timely Report

Internet Reports:

§ 8

Profile

=

8 @

Clients  Reporks | Preparer  Setkings
E-Wage | CHAT N CHEW | 1/2003 - [Reports] =10l x]
J- Eile Wiew Help =12 x|
j (2] D @ 8 Mm g8 B

History ‘wageData Form3 Changes Profile  Clients  Reports  Preparet  Settings

i Client A

uarter and ‘ear: ’T/Z_Dﬂgl

Oider By IEI\enl Mame -

DOptions

Enter the 0
" R

T PREPARER / CHECK

4 |CHAT N CHEW

KNI
Tatal Clients ,:I

Client Narne

At Due Contact Person

Tatal Cantribution oo

— Please Select Submissi

Metho
£~ INTERMET Transmission

d
¢~ DISKETTE Creation

Process

— Print Foms for Selected A

I ‘Wage List [Fom 3H
™ Quarterly Report [ Form 3 ]
[T Changes [Faom 35 )

[ Payment Caupon

[ Excess Report
[T Summary Transmittal Sheet [STS]

Print |

The “Employer Quarterly Report” (Form 3), “Wage List” (Form 3H), and “Employer Profile”
(Form 3S) submitted by 5:00 p.m. Mountain Standard Time will post by the following business day.

Diskette Reports:

The “Employer Quarterly Report” (Form 3), “Wage List” (Form 3H), and changes to the
“Employers Profile” (Form 3S) submitted on diskette will post within 3 business days of their receipt. The
envelope’s post mark will be used to determine the timeliness.
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Preparer

Preparer PrOﬁle Setup . E-Wage | CHAT N CHEW - [Tax Preparer Proile] - =10l ]
The first time that E-Wage begins, |gee vow g~ _ls|xl

: (13 2 e
enter th.e basic “Tax Preparer Profile e 3 @ & 88 2 B
lnformatlon as ShOWn. All ﬁelds must be History WageData Form3 Changes Profile  Clients  Reports  Preparer  Settings
1 TaxP
completed and posted before proceeding. e Y EROWE R
Once the “Tax Preparer Profile” has
been completed, the “EFT Information”
screen becomes active.

* Address |12344 HORTH 23

* Cip/State/Zip: [SALT LAKE [iT =] [eanas]
Buginess Phone: Im
Tax Preparer EFT * Cartact Person: [M BEA HAVEN
If the tax preparer makes the payment *Phons: [[526 32 3552
for each client, enter the tax preparer’s EFT Emal Adcress: [dzwepi@chone. com
information. Once this screen is completed, _
save the “Tax Preparer Profile” by clicking | |5 o,
on the “Post” button. % eouni e
Rauting Murber
Client EFT Account Type _I C - Checking. 5 - Savings. M - Money Market
If the client makes the payment, the | I7 Enable EFT Trancactions 7

”EFT Information” is set up in the “Client
Profile.” Refer to page 21.

Post x LCancel

EFT Setup . P aoe | CHAT N W Tan PreparerPrle) ool
This EFT payment option globally (s e e
effects every client in E-Wage. & 3 R & M 8 o
History ‘wWage Data Form3  Changes  Profile  Clients  Reports  Preparet  Settings
Enable EFT Payment TawPreparer

* Buginess Name: U

Check the “Enable EFT
Transactions” box.

" dddress: |12344 MORTH 23

= Ciy/State/Zio: [SALT LAKE [0 =] [peoes
Disable EFT Payment Buginess Phone: Im
Uncheck the “Enable EFT * Cantact Person: [ BEA HAWEN
Transactions” box. * Phone: [[5261M32:3552

Email Address: |dewey@chnwe com

Authorized By DEWE™Y C HOWE

Authorized Tite | CEO

Account Number | 1233252523

Fouting Mumber | 1240000045

Account Type C_I C - Checking, 5 - Savings, M - Money Market

[T Enable EFT Transactions 9

Eost x Lance|
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DO NOT use this area unless you are importing wage data.

Wage Data Import Setup

Changes Profile  Clients Reporks  Preparer  Setkings
Import Settings
E-Wage | CHAT N CHEW | ** TEST SERYER ** - [Imp: =O] x|
J- Eile Wiew Help =12 x|

Before importing payroll wage data into E-
Wage, select an import option and define its
setting.

After the option has been defined, check the
setting. Use the “Browse” button to the right of
the “Payroll Import File” box and select a file to
import. The “View Payroll File” button opens the
file to verify its structure. Click on the “Validate”
button to validate the file import setting. This will
not import any data. Use the “Wage Data Entry”
screen to import wages. Refer to page 14.

If a problem occurs while importing data,
the program will specify the nature of the
problem. You must make the appropriate
corrections and validate the file again before
proceeding with the import process. Confirm that
the data file structure and the import setting
match.

Once the “Import Setup” is complete, click
on the “Post” button to save the changes and
return to the “Wage Data Entry” Screen to import
wage information. Refer to “Entering Employee
Wages” on page 14.

Importing JSwage Wage Data
(E-Wage has replaced JSwage,
Department’s previous wage data program.)
The default setting for the “Fixed Length
Format” file imports wage data from a JSwage
transmittal file. Create a transmittal file in JSwage
for each quarter being imported.

the

Once the Import Setup is complete, click on
the “Post” button to save the changes and return to
the “Wage Data Entry” screen to import wage
information. Refer to “Entering Employee Wages”
on page 14.

© B 3 3 & M FH & P

History wageData Form3 Changes Profile  Clients  Reports  Preparer  Settings
Payroll Import Pref
(¥ Fized Length Format = CSY Format i Excel [versions 97, 2000, XF]
Fized Length Format
Field Name P
The input file must be in Fized Length format.
Soeial Security Number 10 Specify the beginning and ending positions
Emplayee First Mame o6 (10| 25| |[for each of the fields listed on the left of the
X N screen. These specifications will become
Employee Middle Initial 26fta| 26| |vour default values when Downloading
payroll data into the Wage Data screen.
Employee Lacthleme: 27|t r'ou may alza modify these fields at
‘wages for Quarter 471 download
Paprall Import File I Ebl
iz PayrrllFile | Validate Post 2§ Cancel

E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Import

-lojx|
18] x|

88 =2 8 [

Clients  Reports  Preparer  Settings

J' File Wiew Help

Er

Form 3 Changes

8

Profile:

j Histary  ia aka

—Payroll Import Pref

(+ Fized Length Format = [C5Y Format ™ Excel [versions 97, 2000, %F]

Fixed Length Format
Field Name

Poslllons

7 % The input file must be in Fised Length Format.
Social Security Number 1a S pecify the beginning and ending positions
Ermplayee First Mame o5 10| 25| [for each of the fields listed on the left of the

X N scieen. These specifications will become
Employee Middle Iritizl N G 26| vour default values when Downloading
paproll data into the Wage Data screen.
Employes Lackhiame i bl may alza modify theze fields at
‘wiages for Quarter 47 || 53| [download

Payroll Import File | C:A4 DATA FOLDERV 3732340103

Validate

Eost 2@ LCancel

Wigw Payroll File
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Comma Separated Value - CSV Format
Payroll data exported in a “CSV Format”
file can be imported into E-Wage. For each
needed data field in the record, specify its location
in the “Comma Separated Value Format” box.
For wage data converted from payroll, please
define the location of five fields: SSN, First Name
or Initial, Middle Initial, Last Name, and Wages.
Ensure that the input data is truly in “CSV
Format” as shown in the following examples.

“529786765",”JOE”,”J”,”JONES”,”2530.54"
529786765,JOE,J, JONES,2530.54

Specify the field numbers for each field in
the “Comma Separated Value Format” box. For
the example above, it would be set as follows:

SSN =1, First Name =4, Middle Initial =
5, LastName=6 Wages=7

B &8 [

Reports  Preparer  Setbings

E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Import 5 - 1ol x|

J- Fle ‘view Help

EE

& =

8 & & ®8 B 8

Histary ‘Wage Dats Form3  Changes  Profile  Clients  Reports  Preparer  Settings

—Payroll Import Pref

” Fixed Length Format * C5% Format ™ Excel [versions 97, 2000, %F]
Comma Sep d Value
Field Name Field Number
Social Security Mumber 1 The input file must be in Comma Delimited farmat.
Erh FirstN 1 Specify the field number for each of the fields listed on
TIRIOYES FifsLhome: the left of the screen. These specifications will
Emplopee Middle Initisl 5| [become vour default values when Downloading paprol
- |datainto the Wage Data screen, You may always
Employes Last Name 6| [modify these values at the time that the download
‘wiages for Quarter 7 lakesplace
Payroll Import File |E ‘i DATA FOLDERAE2T45850,103.C5% I =

Wiew Payrall File

Yalidate Post | g@ Lance| |

The “View Payroll File” button opens the file to verify its structure. Click on the “Validate” button to
validate the file for import. This will not import any data to a quarter. Importing of wages occurs in the wage

data screen. Refer to page 15.

These settings become the default for each subsequent quarter. If the wage data file structure changes, the

default settings must be redefined.

Once the “Import Setup” is complete, click on the “Post” button to save the changes. Return to the “Wage
Data Entry” screen to import wage information. Refer to “Entering Employee Wages” on page 14.
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Fixed Length Format

Payroll data exported in a “Fixed Length
Format” file can be imported into E-Wage. Within
the “Fixed Length Format” box, specify the
beginning and ending position for each data field.

A data field in a “Fixed Length Format” file
falls in the exact starting and ending position for
each record. All Wage Data converted from
payroll needs the location defined for the
following five fields: SSN, First Name, Middle
Initial, Last Name, and Wages. Verify that the
input data is a “Fixed Length Format” file. Ensure
that you know the starting and ending positions
for each needed field. Select the “View Payroll
File” button to view the payroll data positions.
Specify the payroll data file location in the
“Payroll Import File” box before using the “View
Payroll File” button.

These settings become the default for each
subsequent quarter. If the wage data file structure
changes, the default settings must be redefined.

& 8

B &8 [

Profile  Clients  Reports  Preparer  Setkings
E-Wage | CHAT N CHEW | ** TEST SERVER ** - [Impor =10 ﬁ
J- File View Help _|ﬁ' él
e s 2 & 8 2 O
History ‘wageData Form3 Changes Profile  Clients  Reports  Preparer  Settings

—Payroll Import Pref

* Fised Length Format

© C5Y Farmat 0 Excel [versions 97, 2000, %F]

Fixed Length Format
Field Name

Employes Firgt Mame

Social Security Number z it 10

P

The input file must be in Fived Length format,
Specify the beginning and ending positions
for each of the fizlds lished on the left of the

&t screen, These specifications will become

28

Employee Middle Initial 26 ta| 28| |wour default values when Downloading
paproll data into the \wWage Data screen
Employes Lacthtame | 27 |to 45 I"r'ou may alzo modify these fields at
‘“Wages for Quarter 47 || 53| [download
Payrall Impart File |C:\A DATA FOLDERYI3732340.103 IEI
Wiew Payrall File Validate Post 25 Cancel

Once the “Import Setup” is complete, click on the “Post” button to save the changes. Return to the “Wage
Data Entry” screen to import wage information. Refer to “Entering Employee Wages” on page 14.

Excel File Format

Payroll data exported to an Excel file can be
imported into E-Wage. Within the “Excel File
Format” box, specify the column location for each
needed data field.

For wage data converted from payroll, define
the location for the following five columns: SSN,
First Name, Middle Initial, Last Name, and
Wages. Ensure that input data is in the correct
column. The employee’s full name cannot be in
one column. If there is no middle initial, you may
enter a zero for that location. Select the “View
Payroll File” button to view the payroll data
columns. Specify where the payroll data file is
found in the “Payroll Import File” box before
using the “View Payroll File” button.

These settings become the default for each
subsequent quarter. If the wage data file structure

changes, the default settings need to be redefined.

Once the “Import Setup” is complete, click

E-Wage | CHAT NCHEW | ** TEST SERVER ** - [Impor =10]
J- Eile Wiew Help == x|
j (2] 2 @2 & M 8 O

History ‘wageData Form 3 Changes  Profile

Clients  Reports  Preparer  Settings

—Payroll Import Pref

™ Fixed Length Format

€ CS5Y Format % Excel [versions 97, 2000, XF]

Mi ft Excel
Field N
Social Security Number

ame

Employee First Mame
Employes Middle Initial
Employee Last Name

‘wiages for Quarter

o

2
3

The input file must be in Excel farmat.

Specify the columns for each of the fields listed on

the left of the screen. These specifications will
become pour default values when Downloading payroll
data inta the 'Wage Data screen. “r'ou may also
modify these values at the time that the download
takes place,

ERRRE

Payrall Import File |C:\A D,

ATA FOLDERMVEXCEL 103515

(=1

igw Payroll File

Validate

on the “Post” button to save the changes. Return to the “Wage Data Entry” screen to import wage

information. Refer to “Entering Employee Wag

es” on page 14.
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Glossary

125 Cafeteria Plan :  This refers to section 125 of the Internal Revenue Code which allows a company to offer their
employees a choice of non taxable benefits. These wages are exempt from the Unemployment Tax and should not be
reported as part of gross wages.

Account Closed :  An account can be closed when it no longer has taxable Utah wages. This results from selling the
business to a new owner, going out of business, continuing to operate without employees, or moving to another state.

Comma Delimited : In a Comma Delimited file each record is on one line. Each data element (Field) is separated by
a single comma. Example (John,Doe,120 any st.,Anytown, WW,08123).

Comma Separated Value : In a Comma Separated Value file, each record is on one line. Each data element (field) is
separated by a single comma. Data Fields with embedded commas must be delimited with double-quote characters. In this
example (John,Doe,120 any st.," Anytown, WW'",08123) “Anytown, WW” is one field.

Contributory Employer : This employer must pay a quarterly contribution (tax) to the state Unemployment Insurance
Trust Fund. Most companies will fall under this category.

DWS: Department Of Workforce Services
EFT : Electronic Funds Transfer is a debit transaction.

Excess Wages :  Excess wage is the amount paid to each employee after his or her year-to-date earnings exceed the
maximum taxable wage.

Fixed Length Format: A data file where each needed field falls in the exact same starting and ending position for each
data record.

Gross Wages :  Total gross wages before deductions paid during the quarter. Includes all payments for services including
cash, bonuses, commissions, tips, and gifts. Section 125 Cafeteria Plan wages are exempt and should not be included as
part of gross wages.

Help Icon :  The question mark icon ( ?) to the side of any field represents the help icon. Information and hints about
each field are obtained by using the cursor to either click on, or simply hover over, the help icon.

Interest Due :  The interest rate on unpaid tax due for a late payment is one percent (.01) per month or partial month.
ISP : Internet Service Provider

Ownership Changes: This occurs when a new legal entity becomes responsible for the business taxes (e.g., the business
is sold to a new owner, you receive a new Federal Employers Identification Number (FEIN), you change to a corporation,
limited liability company, or partnership).

Penalty Due: The penalty is a percentage of the tax due and is based on the number of days that the report is late. The
minimum penalty is $25.00. If 1 to 15 days late applies, the penalty is five percent (.05). Ifitis 16 to 30 days late, the
penalty is ten percent (.10). Ifitis 31 to 45 days late, the penalty is fifteen percent (.15). Ifiit is 46 to 60 days late, the
penalty increases to twenty percent (.20). If it is more than 60 days, the penalty becomes twenty-five percent (.25).

Reimbursable Employer :  Although required to submit a Quarterly Report, this employer does not pay a quarterly
contribution (tax) to the Unemployment Insurance Trust Fund. It reimburses the Fund when a former employee draws
unemployment insurance benefits. Only non-profit organizations or governmental entities fall under this category.

STS :  “Summary Transmittal Sheet” is the list of employers generated by E-Wage whose Quarterly
Reports (Form 3) will be submitted by an accountant. One check pays required taxes.
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OUR MISSION

The mission of the Utah
Department of Workforce Services
is to provide quality, accessible, and
comprehensive employment-related
and supportive services responsive

to the needs of employers, job
seekers, and the community.

Visit our Contribution Tax website at

http://jobs.utah.gov/ui

Department of Workforce Services
Utah's Job Connection
P.O. Box 45233
140 East 300 South
Salt Lake City, UT 84145-0233
801-526-9494
800-222-2857 Ex 69494
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